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/ : SECTION I. 


/ 


A—CLASSIFICATION OF THE CPERATIONS OF HE 
ARCHAZOLOGICAL DEPARTMENT. 


iia . 
1. The operations of the Archeological Department are divided pri- 
niar‘_ into three categorie ay Works, () Repairs to ancient monu- 


ments and (3) Exploration; the first meludes new works of construction 
and special repairs, alterations and additions to existing structures, 
cther than those maintained as ancient monuments and purchases.; the 
second includes works of special repairs and annual maintenance of 
ancient monuments and gardens; and the third, excavations of ancient 
sites for the purpose of archwological investigations. 

Nore.—Repairs comprise all archological works including those involving restora- 


tion or the provision of new features not integral with but incidental to the preservation 
ot ancient monuments. 


B.--BASIC RULES APPLICABLE TO ALL WORKS EXECUTED 
BY THE ARCH-EOLOGICAL DEPARTMENT. 


(i) SaNcTION TO ESTIMATES. 


2. For each individual work proposed to be carried out, except for 
werks falling under note (3) below a properly detailed estimate must be 
vrepared for the sanction of the competent authority. This sanction 
nyust be obtained before the work is commenced. It amounts to no 
more than a guarantee that the proposals are structurally sound, and 
chat the estimates accurately calculated and based on adequate data. 
Such sanction will be accorded by the heological Superintendent 
gimself. if the mated amount is Rs. 0 or below, and by the 
‘Yirector General of Archivology if the estimate exceeds that amount, 
provided that estimates for all original works will be submitted to the 
Government of India for sanction. In the case of any work to be 
xecuted by the Public Works Department a requisition should be 


made for it in, Publie Works Account Code Form No. 32 by the 
Archiological Superintendent if its cost is not likely to exceed 
00 and an approximate estimate with necessary preliminary 


plans should bg obtained from the Publie Works Department and 
approved by the Archwological Superintendent if it amounts to 
Rs. 2,500 or less but should be submitted to the Director-General of 
“Archeology for his approval if the estimated cost exceeds that limit. 
The requisition will, however, be sanctioned by the Publie Works 
officers concerned, “and in resnect of works which are likely to 
exceed Rs. 2,500 each, the Public Works Department will prepare de- 
tailed plans and estimates and sanction 


them technically in accordance 
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ith the rules of that Department after the approximate estimate and 
e@imiparyplans are approved by the Director General. 


ag. F Nore (1).—It is not essential that allotment should necessarily be obtained before 
the estimate is sanctioned but it must invariably be obtained before any work is 
com.menced. 
(2) Approval of the Director General of Archwology should also be obtained for \ 
9 y- improvement in the amenities of any Circle office, rest house, dak bungalow or 
‘Ssidential building of the Archwological Department even when it costs Rs. 2,500 or 
© Sess, but Archeological Superintendents may sanction ordinary annual repair expen- 
ture under the same conditions and limitations as apply to such repairs to ancient 


WP ESs ments, 


A {3) Where the circumstances are such as to make it practically impossible to prepare ~ 
stimates for the conservation worl done departmentally on excavation of sites, owing 
< thet? structural urgency of work or conservation having to be done actually pari passu 
ith the excavation of the remains, such estimates may be dispensed with, with the 
vevious concurrence of the Director General of Arehwology in dia, The 
archeological Superintendent is empowered to exercise his discretion in deciding 
_ whether or not estimates for such conservation works are practicable in _ particular 
+ _eses; but in exercising this diseretion he should-Keep in mind that detailed estimates 
ould eluays be prepared, unless the difficulties attending their preparation cannot 
bo surmounte: - 


all the details that are usually given in Public Works Deparpenl estimates for con- 

k ha Deceeeeny rates for similar work should be adopted 
as far as posible, and any variations in these rates should be explained and supported i 
by an analysis recorded in the estimate itself. * 


(ii) Appropriation and Re-appropriation. : 
3. Appropriation or re-appropriation represents the allotment of a 
particular-sum of money to meet expenditure on a specified object; it is 
operative only for the official year for which it is sanctioned. — = 


(iit) Summary. + 
4 4. To sum up, it is a fundamental rule that no work shall be com- 
menced or liability incurred in connection with it until a proper de- 
tailed design and estimate have been sanctioned and allotment of = 
made, except in_ the case of archeological excavation works the | 
sparafion of es' es is not feasible. In cases of eme 7, or if so 
¥ Seated by the Director General of Archeology, the 
- Superintendent may proceed to carry ont the necessary W 
allotment or estimate subject to the condition that in the 
he should immediately intimate to the Director General and the / 
officer that he is incurring an unauthorised liability, and state 
mately the amount of the liability which hi inte 
Jar report regarding such unauthorised liability w! I 


i. - ‘ 
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‘TR om R 
3.—POWERS OF AUTHORITIES TO ACCORD APPROVAL O. 
en SANCTION TO WORKS. - 

” 


(i) General, 


5. A group of works or items of work pertaining to or ancillary to 
one main work shall be considered as one work, and the necessity for 
obtaining the approval or sanction of higher authority to a work which 
consists of such a group of works is not avoided by the fact that the 
cost of each particular work or item of work in the main work is with- 
in the powers of approval or sanction of the officer concerned. 

Norr.—While no officer may sanction any estimate for a work which cannot be 
complete or fully efficient without, and unless other works are also sanctioned at the 
same time, if the cost of all such works collectively exceeds his power of sanction, it is 
not the intention that two or more works should be regarded as forming part of one 
and tlie same main work, merely because they are of a similar nature, if they are 
otherwise mutually independent. 7 


(ii) Excesses over estimates, 


6. When the expenditure upon a work exceeds, or is found likely 
to exceed, the amount of the sanctioned estimate by more than 5 per 
cent., a revised estimate must be prepared as soon as such an excess is 
foreseen and sanction of the competent authority applied for to the 
cost, as so enhanced. 

7. The powers of the Archeological officers to accord sanction to 
revised estimates ure the same as their powers to accord original sanc- 
tions. . 

_78,An Archwological Superintendent may pass excesses over esti- 

“tates provided that the excess is not more_than 5 per cent. of the 
amount sanctioned and does not exceed the amiount up to which he is 
authorised to accord sanction to an original estimate. 


Nore.—No officer of the Archmological Department is entitled top: 
over a revised estimate sanctioned by a higher auhtority than himself. 


any excess 


9. When the excess occurs at such an advanced period in the 
construction of a work as to render the submission of a revised estimate 
parposeless, the Archeological Superintendent or the Director General 
of Archwology, as the case may he, May pass the completion report, 
according as the total expenditure in question is not greater than that 
which the respective officers are empowered to sanction in the cause of 
a revised estimate. 


(iii) Sanction to component parts of a project. 


10. In exceptional cases where it is desirable to commence work on 
@ project to which expenditure sanction has been accorded by compe- 
tent authority before the detailed estimate for the whole project has 


pe 
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been sanctioned, it is permissible for the authority competent to sanc- 
tion the final estimate as a whole to accord sanction to detailed esti- 
nl for component parts of the project, subject to the following condi- 
ions :— 

(D For each such work or component part there must be a fully 
prepared detailed estimate, and, in the expenditure sanc- 
tion as a whole, there must be a clear and specific amount 
corresponding to the work or component part in question. 

(2) The amount of the detailed estimate must not exceed the 
amount included in the expenditure sanction. 

(3) The sanctioning authority must be satisfied, before according 
sanction, that no material deviations from the whole pro- 
ject as prepared for the purpose of expenditure sanction 
are to be anticipated. 

Norr.—This rule docs not apply to estimates for parts of individual buildings. 


‘iv) Re-appropriations, 


11, Subject to the provisions of rule 9 of the Book of Financial 
Powers the Archwological Superintendents are authorised to sanct.on 
re-appropriations between all conservation works against sanctioned 
estimates not exceeding Rs. 2,500 whether for ‘‘special repairs’’ or 
“annual repairs and maintenance’ (and whether the works are being 
executed departmentally or through the agency of the Public Works 
Department, on the condition that no re-appropriation should be made 
in-respect of any work to be executed through the agency of the Public 
Works Department without previously obtaining the consent of that 


Department. *) 


\/p.—RULES TO BE OBSERVED BEFORE THE EXECUTION 
OF WORKS. 


(i) Estimates. 


4 12. The papers to be submitted with the project for « work will, in 
general, consist of a report, plans, a specification and a detailed — state- 
ment of measurements, quantities and rates, with an abstract showing 
the total estimated cost of each item, These documents together form 
what is called ‘‘the estimate"’ in the sense of these rules. 

6 In addition to the provision for all expenditure which can be fore- 
seen, 5 per cent. should be, added to the estimate to cover the cost of 
unforeseen contingencies. 

13. The authority granted by a sanction to an estimate must on all 
occasions be looked upon as strictly limited by the precise objects for 


4) 


ray 
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es 
which’ the estimate was intended to provide. Accordingly any antici- 
pated or actual savings on a sanctioned estimate for a definite project 
should not, without special authority, be applied to carry out additional 
work not contemplated in the original project or fairly contingent on 
its actual execution. : 

14, Savings due to the abandonment of the whole or part of a work, 
or otherwise accruing from other reasons, are not to be diverted to other 
works without the consent of the Director General of Archieology. 
The Superintendent should prepare a revised estimate whenever there 
is a saving of over 5 per cent. and intimate the amount of the revised 
estimate to the Accountant General. 


(18-36 


(it) Land Acquisition. 


15. When land is required for public purposes the Archeological 
Superintendent should, in the first instance, consult the Chief Revenue 
Officer of the district and obtain from him the fullest possible informa- 
tion as to the probable cost of the land, together with the value of 
buildings, ete., situated on the property, for which compensation will 
have to be paid. Upon the information thus obtained, an, estimate 
should be framed by the Archeological Superintendent and submitted 
to the Director General of Archeology for sanction.When sanction to 
such an estimate has been obtained, the Superintendent should commit 
the matter to the Revenue Officer who will take the necessary prelimi- 
nary action for the appropriation of the land under the Tand Acquisi- 
tion Act, or for its acquisition by private nevotiation. Should it subse- 
quently be found impossible to obtain the land required without mate- 
tially exceeding the estimate, or to obtain some other plot of land in 
lieu, of that originally proposed, the Superintendent will submit a revis- 
ed“estimate for sanction. In cases where the amount claimed by the 
owners largely in excess of the amount awarded by the Revenue Offi- 
cet, possession should not be taken except under the specific orders of 
the authority sanctioning the work until the time has elapsed within 
which an appeal may be preferred. 


16. All proposals for the occupation of land within cantonment 
limits, forming part of an encamping ground on otherwise held for mili- 
tary purposes, should be submitted, in the case of land within canton- 
ment limits, to the cantonment authority and, in other cases, to the 
General Officer Commanding the Division or iidepandact ee 
These officers will take the necessary steps to obtain the sanction of 
the Government of India in the Defence Department to the proposals. 

.— irector General of Archeolory is ? 
for departmental porpmcs up ta,2 vals of Ts, S00 inch tad tek te snl 


Hand Acqua Ack 7 made in conformity with the relevant provisions of the 
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(iii) Calling for and acceptance of tenders, 


17. Where work or the supply of materials is to be given out on 
contract, the following conditions must be observed :— 


(a) fenders must be invited in the most open and public manner 
possible, whether by advertisement in the press or by no- 
tice in English and the vernacular posted in public places, 
after the contract documents have been approved by an 
authority not lower than that empowered to accept the 
tender. 

(v) All tenders should be opened in the presence of such intend- 
ing contractors or their agents as may choose to attend, at 
a time and place which should be advertised. 


In cases where the lowest tender is not accepted, reasons should 
be recorded confidentially. In selecting the tender to be 
accepted, the financial status of the individuals and firms 
tendering should be taken into consideration in addition to 
all other relevant factors. 

{e) ane agreement with the contractors selected must be in writ- 
ing and should be precisely and definitely expressed, it 
should state the quantity and quality of the work to be 
done, the specifications to be complied with, the time with- 
in which the work is to be completed, the conditions to be 
ubserved, the security to be lodged, and the terms upon 
which the payments will be made and penalties exacted, 
with any provisions necessary for safeguarding the property 
entrusted to the contractor. If necessary, drawings should 
be appended showing the general dimensions of the propos- 
ed work and details of the various parts. Where a stand- 
ard form is applicable to the case, it should be adopted ; 
otherwise special forms should be utilised, prepared in con- 
sultation with the Accountant General, Centra! Revenues, 
the Director General of Archeology and the law officers of 
the Government. The terms of a contract once entered 
into should not be materially varied without the previous 
consent of the officer competent to enter into the contract 
as so varied. 

(d) The Director General and Superintendents may not accept 
a contract 

(1) which exceeds the amount up to which he is empowered to 
accept tenders ; 

(2) until an assurance has been received, either at the time of 
communication of expenditure sanction or subsequently 
from the authority competent to provide the necessary 
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funds that they will be allotted before the liability ma- 
, tures; 


(3) which relates to a work for which no estimate has been 
sanctioned ; 


(4) which exceeds the amount of the sanctioned estimate for the 
work by an amount greater than what he is empowered 
to pass ; 

(5) which invurre- tia 
allotment ; 

(6) any provision of which infringes any stan. . 4, 
of higher authority, e.g., the rules for the ‘Supp.grder 
articles for the public service. 

(7) which involves an uncertain or indefinite liability or any 
condition of an unusual character. 

(e) Security for the due fulfilment of the contract should inva- 
riably be taken. This security may take the form of a Cash 
deposit, a deposit of interest bearing securities, a deduction 
of 10 per cent. from the payments to be made on account 
of work done, or a personal bond of two persong of known 
probity and wealth. 

(f) Superintendents and their subordinates are responsible _ for 
the strict enforcement of the terms of the contracts and for 


secing that no act is done which tends to nullify or vitiate 
a contract. 


(g) Subject to the provisions of sub-paragraph (d) above, which 
may not be infringed, the Director General of Archeology 
is empowered to permit or condone departures from the 
conditions imposed by this paragraph in specifie cases 
where such departures are unavoidable, 


hilities in excess of the amount of the : 


18. It is not the intention to prevent the officers mentioned in sub- 
paragraph (d) of the preceding paragraph from giving out to different 
contractors 2 number of contracts relating to one work, even ~ though 
such work may be estimated to cost more than the amount up to which 
they are empowered to accept tenders. But no individual contractor 
may receive a contract amounting to more than this sum nor, if he has 
recvived one contract, may he receive a second in connection with the 
same work or estimate while the first is still in force, if the sum of the 
contracts exceeds the power of acceptance of the officer concerned. 


19, \ Superintendent may, subject to the provision of note (1), ac- 
cept a tender upto the amount of a sanctioned estimate. 


Nore (1).—Whenever a conservation work is done through a contractor and not by 
Girect departmental agency, a detailed estimate must be prepared according to sub- 


heads of work. The Director General exercises full powers to accept contracts oF : 


aia a 
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a ee 
tenders and Archmological Superintend feelin ers in respect of sanc- 
tioned works, the cost. of which docs net exceed Tee, 10,000,_‘In exereising these powels 
the principles stated in the Finance Department Resolution No. F. 22-XII-Ex, IT/27, 
dated 12th August 1929, should be Lone in ened 


(2) In the case of articles of a standar ign or pattern which may have 
tg bo pavehased Uy, Atcheologeal Superieure: {ete fae ty time, ede el 
notice boards, etc., it is not necessary to call for tenders every time they are required 
but the rates of the firm employed should be checked with others from time to time, 


E.—RULES TO BE OBSERVED pree THE EXECUTION 
-= wORK, 
(i) General. 

20. No religious edifice g] 


\ ho . eae . 1 eens 
Hionob works without the uld be destroyed or injured in the execu 


HOT On ORES NE full and free consent of the persons interested 
10. wb, or of} representative, body of such persons, nor without the con- 
currence 0 : 78 principal civil or political authority on the spot, except 
under the orders of the minor Local Government within whose jurisdic- 
tion the edifice stands. 
21, Serious accidents should be reported to the Director General of 
Archiology, Superintendents and other officers or subordinates in charge 
of works Should furnish immediate information to the proper civil autho- 
rity on the occasion of every serious accident, and, in the case of death 
on the spot, they should not allow the body to be removed till an en- 
quiry has been held. 

22. It is the duty of the officer in charge to bring to the notice of the 
superior authority any dilatoriness, bad work, or anything  militating 
against the interests of Government, on the part of the contractor; and 
_he will be responsible for any neglect in this respect. In the case of 
jworks executed by daily labour a Superintendent may require, labour 
/reports, in the prescribed frm, showing the number of each%lass of 
' Jabourers employed on each work or sub-work, to be submitted to him 

» at such intervals as he may direct. 

23, Archeological Superintendents are strictly prohibited from com- 
mencing the construction of any work, or expending public funds, with- 
out the sanction of competent authority ; also from making or permitting 
any, except triflingdeviations from any sanctioned design in the course 
of execution, except under specific authority or in a case of an emer- 
gency, in which latter case the change should be forthwith reported to 
the Director General of Archeology. 


(ii) Supplementary Estimates. 


24, Any development of a project. thought necessary while a work is 
in progress, which is not fairly contingent on the proper execution of 
the work as first sanctioned, must be covered by a supplementary esti- 
mate, accompanied by a full report of the circumstances which render it 


©. 
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necessary, The abstract must show the amount of the original estimate 


and the total of the sanction required including the supplementary 
amount. 


(iii) Revised Estimates, 

25, When any excess over a sanctioned estimate is foreseen, and 
there is likely to be unavoidable delay in the preparation of a revised 
estimate, an immediate report of the circumstances should be made to 
the authority whose sanction will ultimately be required. When a re- 
vised estimate is submitted, it must be accompanied by a statement 
comparing ib with the latest existing sanction of competent authority, 
and by a report showing the progress made to date. 

! When excesses occur at such an advanced period in the coustruction 

) of a work as to render the submission of a revised estimate purposeless, 
the excesses, if beyond the power of the Superintendent to pass, may 
he explained in a completion Report or statement prepared under the 
sales in paragraph “26. 


F.—PROCEDURE ON COMPLETION OF WORKS. 
#26. A consolidated completion statement in proper form should be 
epared at the end of the month in which the work is compisjed by the 
subordinates in charge of works and submitted to the Archwological 
Superintendent who will forward it to the Accountant General, Central 
Revenues, for information. 

In cases in which the Completion Statement is utilised instead of a 
revised estimate under paragraph 25, sufficient details should be given, 
if the excess is beyond the power of sanction of the Archeological Super- 
intendent, to satisfy the authority whose sanction is necessary. A detail. 
ed Completion Statement should be prepared in respect of works on 
which the outlay has been recorded by subheads and the estimate there- 
for is exceeded by an amount greater than that which the Archeological 
Superintendent is empowered to pass. 

G.—SPECIAL RULES FOR PETTY WORKS. 

27. In respect of works (except excavation) executed departmentally 
(ice., by Archwologi Department itself without employing a contrae- 
tor) the cost of which is not likely to exceed Rs. 2,500,~@etailed esti- 
mates in accordance with the principle laid down above shou'd he pre- 
pared invariably and sanctioned by the Archwological Superintendent 
except when otherwise directed by the Director General of Archmology 
in any particular case or class of cases. 

H.—SPECIAL RULES REGARDING REPAIRS. 

28. The sanction to an ordinary repair estimate lapses on the last 
day of the financial year to which it relates. 

Each ordinary repair estimate should include the whole expenditure 
(including pay of chowkidars, ete. and municipal and other taxes, if any, 

‘ 


— 
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payable by Government) which it is anticipated will be incu d during 
the financial year on the maintenance of the work concerned. If, how- 


ever, inconvenience would arise in any 


exceptional case from the stop- 


page of the work on the close of the financial year the repairs may be 


carried to completion, the expenditure 


‘ expenditure against a fresh repair estim: 


Nore.—The Director General exercises full p' 


J) of repairs in respect of residential and non-resi 
Department including ancient monuments. , 


after that date being treated as 
ate for the next working year. 


ower to sanction expenditure on works 
dential buildings of the “Archeological 


29. Estimates for special repairs femain current till the completion 


4 
30. In cases of urgency the Direct 


¥ of the repairs in the same manner as estimates for original works. 


or General of Archmology may 


authorise the commencement of periodical repairs in anticipation of 


formal sanction to the estimate; but in 


such cases an approximate sum 


must be fixed to the expenditure of which sanction is provisionally given, 


and the Archeological Superintendent 


that the regular estimate is prepared at the earliest possi 


sanctioned by: the competent authority. 


will be responsible for seeing 
ble date and 


/ I.—DEPOSIT WORKS. 
81. An Archsological Officer may occasionally, under the express 
sanction of the Director General of Archeology, undertake to execute 
_ works for which the outlay is provided wholly or in part from-— 
(a) funds of a public nature (such as those of a Municipality. 
Local Board or Indian State) but not included in the finan- 
cial estimates and accounts of the Government of India or 


a local Government ; 
(b) contributions from the public 


32. When a work is to be carried out partly from funds provided in 
the estimates of the Archeological, Department and partly from funds 


of the foregoing nature, the contribution will be considered as an 
wological Receipt’’ and deposited in the tr 


rch- 
ry, and the work exe- 


cuted from departmental funds in strict accordance with the procedure 


laid down for archrological works. pu 
33. The contributions from private b 


realised before any liability is incurred on account of the work. Inc 
the money 
aken in antt- 
taiiip 


where the Director General of Archieok 


will be forthcoming when required, the work may be under 


cipation of actual recovery. 
84. In case 
design, execute or construct a work wh 
in the foregoing rules, the following rv 
(1) The design and estimate will 

up in communication w 

or admimistering the func 


s where the Archmological Department —undert: 


h the party or 


odies or Indian States should be 


ory is satisfied that 


olly from the sources alluded to 
es will be observed :— 


.in the first ir 


nee, be drawn 
arties depositing 
and must be submitted for the 


. < 
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sanction of suclr departiucntal anthovity as the extent of 
the estimate would veqnive in the case of sanction to an 

r ordinary archwological work. 

ma (2) Provision must be made to cover the cost of establishment, 
tools and plant, accounts and audit, at such percentages 
as may be fixed by the Central Government iu consultation 
with the Accountant General, Central Revenues. 

: (3) Prior to the work being put in hand a. written approval to the 


estimate and design must be obtained from the authority 
depositing ov adtinistering the funds and an acknowledg- 
ment procured to the effect that in undertaking the work 

{ the Archwological Department does not bind itself to com- 
plete the work within the wmount of the estimate and that 
the authority depositing or adminisieving the funds agrees 
to finance any excess that may occur. Anv material alter- 
ation in design must be similarly dealt with. 


(4) The necessary func 
realised and 


Is for the proseention of the work must be 
d into the Goverment treasury either in a 


lump sum or in such instaluents and by such dates as the 
Director General of Archeology ouay decide in e@eh case. 


No advance of Government invuey for such purpose will be 
i permitted and ina_case where the money is paid by instal- 
ments, Goveriicni ail not be responsible for any in- 
evease in cost, or demutge to the uncompleted work cnused 

V a temporary stoppage of the work. pending receipt o! 
further instalments, 

(4) Tt will be the duty of the office ree of the work to bring 
at once to the notice of his superiors and of the local hody 
or Tndian State or individuals any anticipated exces over 
the estimate. as well as to furnish the fullest information 
in connection with the prouress of expenditure so that ne 
responsibility may attach to Government in the event ot 
the work having to be stopped for want of funds. 

(athe Archwolog Departinent while undertaking such work- 
should satisfy Uself that the extent to which Governinent 
is responsible in regard to the execution of the work is 
thoroughly understood both by the parties for whom — the 
work is undertaken and by the execuitve offeers fo whon 


he. 


in-cl 


its execution is to be entrusted. | 
7. Where the work is of a considerable manitnude ov there ar 
x any apecial circumstances which seem to render such # 
course desirable, an agreement should be drawn np under 
z legal advice setting forth the conditions ander which — the 
work is undertaken. 
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A. General, 


35, The stores of the Archeological Department are divided into the 
following classes, (i) Stock, or general stores, (i) Tools and plant, 
(iii) Road metal and (iv) Materials charged direct to works, The Super- 
intendent is responvible for seeing that proper arrangements are made 
throughout his circle for the custody of stores and for their protection 
from deterioration and fire, while a Conservation Assistant (or other sub- 
ordinate) is responsible for the correctness of all the stores in his charge. 

86. All materials received should be examined and counted or 
measured. as the case may be, when delivery is taken. The record of 
the detailed count or measurement should be kept in the measurement 
book in accordance with the instruction contained in para. 119 and the 
total number or quantity received should be simultaneously entered in 
the relevant Stock Register. 


87, \ complete account of tools and plant should be maintained on 
PLOW. A. form 15 by subordinates concerned who should also revord re- 
gularly the transactions of receipts and issues on P. W. A. forms Band 
14 respegtively in order to make necessary posting therefrom on the 
PLOW. A. form 15. When any transaction of receipts or issues is made 
forins 13 and Lf should be submitted by them in duplicate to the Super- 
intendent for verification and return of one copy. A re t(P. W. 2 
forra 15) containing the account ef all the teols and plant in his circle 
should be maintained hy the Superintendent, ‘This account will he for 
twelve months ending 8tst March. 

38, The total quantities of receipts and. issues of each itticle of 
stock and of matertals charged to works should be tuaintained on P.W. 
A. form 12 by subordinates concerned, who sven also record A 
Hons of receipts and issues on PL W. AL for Thev should 
e abstracts of stock transitions aa nade ty duplicate on 
. forms 7 Shand 10 respectively and submit) those forms in duph- 


tle to the Superintendent for verifieation and return af one eony, After 


entries in (hese forms (Nos, 9 and 10) are cheeked. vl items of issues as 


ould be eveluated in the Superintendent's office 
' 


recorded in form 10 
will reference To fhe issie rates, tide rule 40. The value of stock issued 
to individneal werk or account should thas be brought out and adjusted 
neat eopeetive works or head of aecount, credit being aiforded to the 
head to which the value of stock is initially cheresed. No such adinss 


sary if the cost af stores nsed an a work 


ment or valnation would be ne 
was initio'y ehareed to the weeount of that work. A register OPW) AN 
form 12) containing the vecount of all the stores referred to im this rule 

r ed by the Superintendent Photosraphie 
wes. showld also be accounted for in. the 


in his cirele should be 


nd miscellanec 


material 


head office in the same manner. 


| signed by the Archeology 
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89. Au account of road metal should be maintained by the subordi- 
nates concerned on LP. W. A. form LG.) hich should be submitted in dup- 
licate to the Superintendent for verification and return of one copy. ‘I'he 
duplicate copies retained in the Superintendent's office should be collect- 
ed together to serve as a permanent record, 

40. Issue rates of each of the article of stores referred to in rule 38 
will be fixed on the principle of actual cost of the article plus incidental 
char such as cost ol carriage, losses from depreciation or wastage, 
godown rent, wages of chaulidar et 


41. Materials inay be issued from stock for the following pur- 
poses :— 


(a for use on works either by issue to contractors or direct. 

(b) for despatch to subordinate offices, 

te) for sale to contractors, employees, other persons or jocal 
hodies, ete. 


A. Fe 
{Supermtendent. But when the suborc 
hits to issue stock materials for the requirement of works under 
the use of this form is not obligatory, if the  suboédinate-in- 


They should be issued only on receipt of an indent (P. W. 


‘nD 
jhimsel 


charge has been authorised by the Avchieol ical ‘Superintendent to draw 
such materials from bh ock up to any assigned limit not exceeding the 
provision nuule for materials in sine ‘tioned estimates. 


42, Indents should be fill Tup carefully as all subsequent accouniin 
depends upon it. Ly the coluuin “Head of Account, ete” besides ente 
ing the name of the account ies d to ovhich the issue of stores is chay 
able, full names of offices or sub-offices to whieh stock is to be issued 
and of contractors, ciployees. other persons or local bodies to wha 
uthorised to be sold, he added in wll cuses in which stores 
ordered to be issued otherwise than for the requirements of works w 
the Cirele, The last column, herded “Name of Works, ete.’” schould be 
filled in only when the stores are required for works within the Cirele. 
oud in sueh eases the full nae of the work as given in the estiin 
shonid be entered, as well as the natue of the ce ¢tor from whout 
value is recoverable, 


ald 


42. When issning rateritls from stock, the sibordinete-tn-cle ea 
hould examine the Inde (POW. AL Pern: To and sign it inst 
vided for the purpose, after making suitable altorations 
case bs his dated inilinto in the description and quanti 
if he is unable to comply with the indent in toll, He should then pre- 
pare and gun the form of the mvoier attached to the indent according to 


the supply as actually made, and Houltaneously make an entey in th 
houla 


relevant registers of issues umtintamed by him. “Phe indent shoul 
returned at once to the indenting oflicer and the signature o eo y 
reeeivine the materials should be obtained. as soon as poss 
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invoice which should be treated as a voucher in support of the entry in 
the register. 


44, At the time when an office changes hands both the incoming and 
outgoing officers should check all the stores, including photographic 
stores, with reference to the balances shown in the different registers 
maintained. If any part of the stores is lying away from the head- 
quarters where archwological works are under execution, the in¥coming 
officer should take the earliest opportunity of checking the stores person- 
ally, any deficiency which may be noticed being reported to the Director 
General of Archeology without delay. He should also make 2 note to 
this effect in the stock registers and sign it showing the date of the 
verification of the stock. 

45. To avoid numerous entries on the issue side of the Stock Regis- 
ters, a separate subsidiary register may be opened in which all the arti- 
cles condemned from time fo time should be entered. This register 
should provide columns for noting the reasons for condemnation and the 
mode of disposal of the condemned articles, each entry being initialled 
and dated by the head of the office. Only the monthly or quarterly 
totals need be carried forward from this register to the issue side of the 
stock accgunt. Articles entered in this register shonld not be removed 
from the Stock Registers concerned till the stores are finally disposed of 
by sale or otherwise under orders of the competent authority. 


46. Articles issued to the photographer or other subordinate should 
forthwith be shown on the issue side of the stock account and the signa- 
ture of the recipient taken. The photographer and other officers should 
naecount for the articles in their own registers by showing them es 
to the works in their charge. The disposal of consumahte articles, such 
as chemicals, printing paper. ete., issued to photographers may he 
watched throug subsidiary register in whieh all articles issned to them 
should be entered and the actual work on which they are utilised noted 
in a separate column. 


B. PURCHASE, MANUFACTURE AND REPATRS OF STORES 
47, Stock, » 


course for the 
responsibility of the Superintendent without special authority. 


48, Articles comprised within the head ‘Tools and Plant’ can only 
be purchased agai ictioned estimates, withethe exception of — sux 
chases not exceedi Rs. 500 for which estimates are not reanired, 

Nor »D 


purely 
stock without an 

(2) An Areh 
sions of the Civil ; 
Director General of Arc’ 
cannot purchase live-stock 


Tometal and other materials required in the ordinary 
secution of sanctioned works may be procured on th 


ctor General of Avehieo! 
ses up to a limit 


sul 
and to any ¢ issued from tim 
and tools and plant up to a limit 
ithout the sanction of the Dircetor Ge 


s. 500 Nut h 
Archeology 


eee | 


x 
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49, Ordinarily, material should be purchased only for works in pro- 
gress and no reserve of stores should be kept except with the specific 
sanction of, and up to a monetary limit to be prescribed by, the Director 
General of Archwology. If such a reserve has been sanctioned, the 
Superintendent is authorised to purchase stores to an extent sufficient to 
keep it yp to this limit. 


C. SALE AND WRITE-OFF OF STORES. 


50. No public stores may be sold otherwise than by public auction, 
without the permission of the Superintendent. Commission, which 
should ordinarily not exceed 5 per cent., may be allowed to the auc- 
tioneer, not being a departmental subordinate, but no commission can be 
allowed on private sales. 


Nore.—When stores are sold by auction, » responsible officer or subordinate should 
attend and record the final bids, in order to enable the sale accounts rendered by the 
auctioneer to be checked. 


51. When stores of any kind become unserviceable, a report thereof 
should be made to the Superintendent, This should be done at once 
on discovery of the fact. 

52. All losses of stores should be immediately investigated and steps 
taken to obtain the sanction of competent authority to their Write-off, if 
necessary. 

2 of serious losses, the Superintendent should hold a depart- 
1 the evidence and his findings thereon, including a finding 
and culpability of the persons concerned. : 
coverable value of 
imum limit of 
ate to the Director 
subject to the 
Account Code, Volume I. 


Norrs.—(1) In the ¢ 
mental enquiry and re 
as regards the responsibili 


. D. STOCK TAKING. 


58. Superintendents are to have stock taken throughout their circle 


should be 


at least once a Tt is not necessary that all the stores 
hh articles 


checked and counted at the same time, but the dates on wh 
ave taken stock of should be entered in the Stock Register. 


BK. MATHEMATICAL, INSTRUMENTS 


54, All new instruments required for the Archwological Department, 
which have been provided for on a sanctioned scale, should be obtained 
by indent from the Mathematical Instruments Office, Calcutta, All in- 
dents on the Mathematical Instruments Office, Calcutta, should be — ac- 
companied by a certificate from the indenting officer to the effect that the 
supply of the articles detailed therein ts covered by a sanctioned estimate, 
and the specific reference nunibers of the instruments shown in the 
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price list of that office should always be quoted. Instruments requiring 
repairs ghould ordinarily be sent to the Mathematical Instruments Office, 
Calcutta, or to the Depot from which they were supplied for the purpose. 
Surveying and mathematical instruments should not be stocked in excess 


of requirements and surplus instruments should be returned either to the 


Mathematical Instruments Office, Calcutta, or to the Depot from which 
they were obtained. 


For the last five lines on this pago, substitute the following :— 


55, The Superintendent is responsible for seeing that the surveying 
and mathematical instruments in his circle are properly cared for. Any in- 


Vs Sed aicilke sank t UspegfGas Li pecans’ for 
be 
i 
Correction to Archecological Works Code, First Edition. 7 
No. 1. 
Page 16— 4 


“yp 


jury to tho instruments due to neglect or carvlessness should be made good ,. 


at the expense of tho officer or subordinate responsible for the damage. ms 
(A. W. Code, First Edition, No. 1, dated lst October, 1938.) 
G. 8. BAJPAI, 
Secretary to the Govt, of India, 
Department of Education, Health and Lands, 
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SECTION II. 
ACCOUNTS. 


I.—Extent of Application. - 

56. The rules contained in this Section describe primarily the pro 
cedure relating to the initial and compiled accounts for works carried out 
by the Archeological Department such as conservation of ancient monu- 
ments, archeological explorations and works of petty construction and 
repairs to civil buildings in the charge of the Areliwological Department. 
They are supplementary to the general rules in Volume I of the Civil 
Account Code, Eighth Edition (Second Reprint), which are applicable 
to that Department unless there be something repugnant in the subject 
or context or except to the extent that they are modified by rules in this 
Section. 


II.—Definitions. 


57. Unless there be something repuguant in the subject or context. 
the terns defined below are used in this Section in the sense here ex- 
plained. e 


58. Advance paynieni iienis aw payment made on 2 running account 
to a contractor for work done by him but not measured. 

59. Bool: Transfer.—Vhis term is applied to the process whereby 
finuncial transactions which do not involve the giving or receiving of 
eash, or of stock materials, are brought to account. Such transactions 
may either affect the books of a single accounting officer, or they may 
involve operations on the books of more than one accounting — officer 
whose aecounts are ultimately incorporated in the account of —Govern- 
ment. ‘Th usually represent liabilities und assets of Government 
brought to account either by way of settlement or otherwise. but they 
also represent corrections and amendments made in cas! 
Book Transfer transactions previously taken to account. 


. stock oy 


60. Contract and Contractor.—The terns contract as used in this 
Section means any kind of undertaking, written or verbal, express ot 
a person, not being a Government servant, or by a syndicat: 


implied, by 
er fina, for the constraction, maintenance or repaivs of one or inore 
works, for the supply of ualerials or for the 4  sereite 
in conncetion with the execution of arehwological works or the sup 
of suaterials, ‘he term ‘Contractor’ means a person, syndicate or 
that has wade such an undertaking. but often its use is restricted — te 
contractors for the execution of works or lor s 
with 

61. Departarent.—This terta, when quititied by the prefix “The. is 
used to indiente the Archeological Department. 


formance of 


arvices in connection theve- 


18 
62-70) ACCOUNTS. (Suc. I. 


—This term is applied to works of epuairucion 
bu 


62. Deposit of Work. 
a repair the cost of which is met, not out of Government funds, bt 
out of funds from non-Govermmeent sources, whieh muay either be deposit- 
ed in cash or otherwise placed at the disposal of the ‘\rchivological De- 
bartinent. 

88. Dircel Charges and. Direet Outlay.—hese expressions distin- 
guished from “indirect Charges’ and “Indirect Outlay’? are applied to 
‘hose charges pertaining to a work, project or job, which are directly in- 
curred for its execution and are included in the regular accounts of it. 
ts distinguished from Indirect 
re realised in con- 


64, Direct Reccipts.—Vhese receipt 
Receipts relate tu items of revenue receipts, whicl ee, 
nection with a work or project either hy .officers oft the Public Works 
Department or other Departments and ‘are directly brought to account 
18 appertaining to the work or project. 

65. Hinul Payment means the last payment on a running decount 
made to a contractor on the completion or determination of his contract 
and in full settlement of the account. 

68. Indirect Charges und Indirect Oullay.—These expressions i 
applied (p those charges, and capital outlay, respectively, which pertain, 
or are incidental, to 2 work, project, worl hop job or manufacture job, 
but which are not incurred directly and solely in connection therewith 
id thus cannot be directly taken into sich detailed accounts of it as 
re incorporated in the regular accounts of the expenditure ol the 


Departinent, 


ure 


vhich pertain, or are incidental, 
ectly taken into such detailed 


67. Indirect Reeeipts.—Receipts \ 
to a scheme or work, but cannot be di 
accounts of it as are incorporated in the regular accounts of the receipts 
of the Department. 


63, Intermediate Payment is a teri applied to a disbursement of 
any kind on a running account, not lcing the final payment. 


69, Issue Rate-—This term denotes the cost per unit fixed 1 res- 
pect of an article borne on the Stocks of the Department ale valuation, 
for the purpose of calculating the simount creditable to 3 a-hend 
concerned (i.¢., the sub-head under which the article is clussified) 
the Stock account by charge to the account or service concerned, when 
any quantity of that artic 
into account the storage c 


the si 
of 


>is issued from Stock. This does not tke 
raph 7 


s mentioned in pi 


70. Rate.—In estimates of cost, contracts, contractor's bills a 
vouchers generally, ‘rate’ means the consideration allowed for cach 


he case of lunp sum 


unit of work, supply or other service, xcopi 
contracts, every bill or other demand for payuient should, as fur : 


sible, set forth the unit rate at which payment is to be made 
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71. Re-uppropriation meaus the transfer of funds from one unit 


of appropriation to another such unit. 

72. Ruuning Aecount is a term applied to the account with uw con- 
tractor when payment for work or supplies is made to him at convenient 
intervals subject to final settlement of the account on the completion or 
determination of lis contract. 

73. Secured advance is x term applied specifically to an 
imade on the security of materials brought to site of work, to a contrac- 
tor whose contract is for the completed items for work. 


74. Storage rate and Storage charges.—These expressions 
respectively, the centage rate fixed for and charges levied on, ull issues 
of stock to cover such actual expenditure as is incurred ajter the acqui- 
slore, on work charged establishment employed on handling 
initial uccounts, the custody of stock and the maintenance 


advance 


denote 


sition of 
and keepin, 
of the store godown or yard: 

75. Sub-head.—In the accounts of works and in working estinates, 
this term is used to describe the sub-divisions into which the total cost 
of a work (or of its sub-works if it is a large work) is divided for purposes 
of financial control and statistical convenience. ‘The several descrip- 
tions of work that have to be executed in the course of cgnstruction 
or mainienance of x work or sub-work, ¢.g., excavations — brickwork, 
concrete, wood-work, ete., are usuaily trented as the sub-heads of it. 


ete: 


These terms de- 
o- 


tT. Superintendent and Superintendent's Office. 
note respectively the executive and administrative charge of an Arch 
logical Circle held by an officer of the Department and the head 


of such ac 
17. Sub- 


buildings or sir 
applied to a distit 
important to he | 


78. 


aw hirge work consisting ol several 
F Works, or grou e term sub-work is oiten 
mit of the same if that unit 
pt distinct tor the purposes of accounts 


In the case of 


= thereof, t! 


> oF 


Work, —he term ‘twork’? when by itself, 1s used in 


hensive sensi ipplied not only to works of ccustruction or repair, 
but also to oth ndividual objects of expenditure connected with the 
supply. repair wud carriage of tools and pliant. 
III.—Relations with Audit. 
General. 
fhe Superintendent as the disbursing officer of the Circle, js 
nsible not ¢ for the finuneial regul of the transactions of 


le accounts of the 


so for the maintet 


the whole Cire 


ves In forer 


transactions corr yoand in necordance w 
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80. The Superintendent is further required to submit his monthly 
accounts to the Accountant General, Central Revenues, in the following 
forms by the 20th of the month following that tesyhich they relate :— 


(i) Monthly list of sanctions to estimates (C. P. W. D. form 34 
"may with advantage be used), 


a) 
(i) Schedule of works expenditure (P. W. A, form 64), 
(ii?) Schedule dockets (P. W. A. form GL) with trensfer entry 
orders and other adjustment vouchers, 
(iv) Stock accounts (P. W. A. form 73), 
(ve) Extract trom contractor's ledger (P. W. A. form 4, prepar- 
ed in form P. W, A. 82), 
(vi) Monthly accounts of tools and plant (P. W. A. forms 15 and 
14), and 
(oti) Monthly accounts of voad metal (P. W. AL dorm 16). 
The Accountant General, Central Revenues, will apply to thei such 
audit checks as may, from tune to time, be prescribed by the \uditor 
General under the rules framed by the Governor General in Council. 


81. ‘The Superintendent is respousible for seeing that the accounts 
of his Cirele are not allowed to fall into arrears, bat if arrears or con- 
fusion arise which in his opimon cannot be clerred without extra : 
ance, he should at once apply to the Director General of Are 
such tance. 


st- 


voloey for 


in budit: Despoet tons 

82. ‘The periodical test andi and focal iispection of the accounts of 
the offices of the Director General ot Arcleeology. the Curator. Centra 
Asian Antiquities Museum, w Dellu, and the Archwologien! Avr 
Dethi Fort, is conducted by » Accountimt General. Central 
and the test nadit and local inspection of other Archiwolo 
ned out bythe Accountants General in whose territ 
the various — offic 
vesportsible for se 


Heventies, 


¥ othees is & 
rial jurisdietion 
ave located, ‘The Archieological Superintendent — is 
1 that the initial weconnts and other connec 
ailable for inspection. Inspecting officers are requirec 
if possible, to disetiss the drafts of their veports with the head of tl 
office inspected before submitting them to tl 
cerned, and for this purpose. it svable 
shonld be present at the inspection unless 
quired elsewhere. 


cords are made av 


Accountant General cor 


heed of the offies 


fit) Results of Audit 


88. ‘Phe vresults of audit are commanteated to the Supermiencde 
the form of Audit Notes, objection statements. inspection \ 
letters or memoranda. ‘These should receive prompt attentior 


— Og OE ee 4 
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Articles ISA and 19, Civil Acwouri Code, Vol. L) and the replies of the 
Superintendent should he based, as far as possible, on his own know- 
ledge. It is not enough to pass on the eetesion of a subordinate : 
reports prepared in this mamer have more than once by lulling suspi- 
cion, led to greater irregularity afterwards, 

84. Objection Statements and Tnspection Reports should be 1 
turned through the Director General of Archwology after the Superin- 
iendent has recorded his replies thereon. ‘Lhe Director General of 
Archeology will pass orders in respect of inmatters, which he is compe- 
tent to deal with finally and record his remarks (with w note of the 
action taken) on all other points, before returning the documents to the 
Accountant General concerned. e 

85. Once a transaction has-been entered in the Objection State- 
ment, or otherwise challenged in one of the other documents referred 
to in paragraph 83, the responsibility for having the objection removed 
will devolve upon the Superintendent ; und the Accountant General, 
Central Revenues, is required to report to the higher authorities ¢ 
in which objections are not cleared within # reasonable time. 


Nore.—An audit objection is usuaily removed by obtaining the requisite 
by making the necessary recovery, by correcting or completing the relevant 

voucher, hy furnishing the necessary documents or mformation, oF hy othe 2 See! 
ing compliance with the provisions cified vule. In cases in which & protest is 
made aygtinst an audit objection as Ieing incorreet, the objection should be held to | 
in fores untes formal intimation ot its withdrawal is received from the Audit 


IV.—Principles governing maintenance of accounts. 


(1) General. 


86. [tis an dinportant funetion of the Superintendent to keep 
constant watch over the progress vl expenditure, and to keep hin 
informed of such circumstances as may atieet that progress in orde 
to take early steps for obtvining extra funds ov surrendering probable 
suvings, as may be necessary. 


87. [ti will he found convenient, in practice, to adept the phan ine 
dicated below: :— . 


fa) ‘The progress of expenditure on works or other items for 
which there are speecttic appropriations, should be ched 
month by month thro the Register of Works and 
other relevant accounts. 


(b) In respect of works or ttetus, lump sui appropriitmonssio 


whieh are pliced at the Superintendent's disposal, — he 
will watch the progress of expenditure against ypro- 
priations by the maintenance of a record (1) of ex- 


ssive abstract showing 


penditure, in the form of a pre 
month by month, the up-to-date expenditure of the 
and (2) of the arants., in the forme of a register showing 
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the appropriations and reappropriations ordered from time 
to time. 

‘c) In this review of expenditure, undischarged liabilities play 
2m important part and their effect on individual and 
hunup stm appropriations should, therefore, be watched. 

id) Anticipated credits, if any, which will ultimately be taken 
in reduction of the expenditure chargeable against any 
individual or lump sum appropriation should also be 
taken into account, 

(e) This review is of special importance in the last three or four 
months of the year. 


(it) Temporary Advance Account. 


7 88. When a disbursing officer makes a remittance to a subordinate 
officer to enable him to make a number of specific petty payments on 
a muster roll or other voucher which has already been passed for pay- 
ment, the amount remitted should be treated as a Temporary Advance 
and accounted for in the same way as an imp’ The account of a 
temporary advance should be closed as soon as possible. 


of the ebest hy the disbursing 


89. Temporary adyances may be drawn by Arehwolowical Superin- 
vendents for excavation und consery:tien works and for works of petty 
| vonstruction and repairs to buildings belosning to Arehwological De- 
| partinent= in the usual manner in whicl : drawn, but the 
7 amount of an advance so drawn ily exceed one 
anonth’s requirements for the work for which i n.  Adjust- 
ment bills in fine! settlement of such advances should be furnished to 
|" the Accounts Officer tumediately after the close of the month, uniess 
there are very special rensons which should be explained to the 
‘onnis Officer at the time of the adjustment. Any small unspent | 
remaining unadjusted after the close of the month should b 
to the sh advance diawn next month, but all balanees — ve- 
tang unspent up to the end of July, November and March shou 
be refunded into the treasury on the last deys of these months. | 


Mune 


—_ 


(rity fndenance of cLecounts. 


93. ‘The accounts of conservation works shall be maintained ui a 
rush book (P. W. A. form 1) the details he shown in bills and 
Pp. W. A. Form: 2 used for Tiaprest Cash Account. 


91, Schedule Docket for each worl: will be prepared in P. \\ 
form 61 to will be attached. Sched 
works expenditure will be compiled from the Schedule Docket 
will be submited to the Accountant General, Central 
PW. \. form 64 every month. 


vouchers sbove Rs, 2 


whi 
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92. Cz 
members of the work-char, 
contractors and others for 


(a) Wor 


93. ‘Temporary establislunent includes 


sh charges on works consist of payiments (L) to labourers and 


ged establishment, of their wages and (2) to 
work done or other services rendered. 


V.— Establishment. 


K-CHARGED E: 


ABLISH MENT. 


(i) General. 


{such non-periumueni es 


UjMishment, no matter under what titles employed, as is entertaine? 


rr the purpose of the general supery 


efecution, of a work or y 
such establishment 


ject ov upon the subordin: 
and iachiner 


entertainment of 
laid down by the See: 


General in Council in respect of the entertainment of tenipo 
lishment gentelly. If the entertainment of work-c! 


ment is contemplated in « 
variably be shewn us a 
work, 


94, Members of the te: 


are engaged locally, are on the footine of monthly servants. Tt 


are engaved for a specific 
period duri 
S@LIONS Lb 
were engaged, they are er 
in Heu of notice. but, ot 
gement terminates whe 
theiv appointments, they 1 


io do so, failing which they may be required to fort 
in lien of sueh notice. he terns 


explained to men employe 


$5. The Director Gene 


entertainment of temporary and work- 
the conditions that, in the case of tensporary est 


for the purpose exists in 
propriation, and that, in 
provision for the same 


sanctioned estimate. Provided, furt! A 
rorary or work-charged post shall exceed the preserihed r 


is employed upon the actual execution, 
tinct from the general supervision, of 2 specific work or a spe 


in connection with such w wo 


om. as distinct from the uctual 
charged establishment includes 
dis- 
* pro- 
tte supervision of depurtiuental labour, stores 


vorks. Worl 


rged establishment is subject to gc rule= 
wy of State in Council and the Governer 
'y estub- 
ds establish- 
onnection with any work. th cost should in- 
separate sub-head of the estimate for that 


porary and work-charced establish: 
I 2 


work, their engagement hots only sor 


g which the work lasts. If dismissed. otherwise*than for 
onduct, before the completion of the vi 


rk tet whieh they 
iitled to u monil’s notice or 2 month's pas 
herwise, with or without noth their en- 
n the work ends. Ti they desire to resign 
nust give a month's noti inter 


sof their 


of engagement 


‘doin the circumstances wmentior 


raloof Avehivologs in Tndia 
harged establ 


the bndeet or the east 


the case of work-chareed — establishment 


as been made in ot separate sub-head of the 


r, that the pay of 


bape ae 
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where such rates have been definitely laid down by a higher authority 
for any particular class of posts or shall exceed the financial powers 
of the Director General of Archeology in this matter. 


96. ‘Mhe sanction of the Director General of 
the entertainment of the work-charged estab 


\rchivology in India for 
vnent should specily 


in respect of each appointment (1) the consolidated rate of pay, (2) the 


period of sanction, and (3) the full name (as given in the estimate) of 


the work and the nature of the duties on which the 


ian engaged 


would be employed. 


© 97. Members of the work-charged establishment are not enutle 


to any pension, or to leave salary or travelling or other allowances — 
except in the following cases :— 


fu) 


vor Cb) Netual travelling expenses iiey be allowed by the Arc 


Wound 


. are 


Gratuities 
the 


and other Extraordinary Pensions and 
im certain adinissible in accordance with 
rules in Part VI of the Civil Service Regulations. 


cases 


logical Superintendent for journeys performed in the in- 
terest of the work on which the inen are employed. 


(e) Grain Compensation Allowance i- adinissible under the Sup- 


Hishiments, 


93. W. 


oa. 


be drawn 
and neq 
prepared 
tions oF 
entire | 
ia each bill 
the men ar 
ment shoul: 


certify, in the space prov 


duty during 


votes. —(1) This raul 


plementary Rules issued by the Governor General — in 
Council under Fundamental Rule 44 to men who 
drawing rates of pay, which tive been fixed with refer- 
ence to normal circumstances, 


ure 


is not intended to interfer ‘ vetton of th 
V1 \ om reduced 

gremt of V have to ordinary 

ay Oe 1 1 in Treti 


Gn Pay Ba 


york 


the 


f imenibers 


0 ol ir ishiient 
' don Porm C. A.C. PO whieh is combined piv 
> rall form. A consolidated bil in this forni show 
mthiy either for the whole Cire! or one Or tc 
muy be convenient bat the ona 
loent concerned, melding abserntc 
es should be grouped in the bill 
employed, sanction to the entertainir 
he quoted in each esse, and tl serintenden should 
sd for the purpe that the inen were o 
the periods shown ager hein or . etch tian 


Ft aed 
” he 
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employed on the work and on the duties for which his appointment was, 
sanctioned. 


Norves.—(1) Deductions on account of tine yy Meometax. ete. should he shown by 
special entries against the names concerned, 


(2) LE vhe nowleduiuent of an individual cannot conveniently be obtained on the 


bill itself, it may he obtained separately on a ve veipt which should then be attached to 
the bill sub-voucher. 


99. Pay bills may be signed at wy time on the last working diy 
of the calendar month in which the Wages ire earned, though they 
are not due for payment before the first working day of the following 
month. When, however. the services of an individual are di pense@ 
vith it is permissible and advisable to settle up his aecount at one 


(ii) Viipaid Wages. 


4102. Wayes remaining unpaid on a passed bill, on the date fixed 
for the closing of the accounts of the month, nay be paid: subsequent- 
Ix when claimed, the procedure described below being observed -— 


(a) Items remaining unpaid on the tonthly bill should be en- 
tered in a stiuple register, full particular of the charge, 
including relerenee to che bill, beine noted in the register. 


(b) Subsequent payiuents should be made on receipts, reference 
to the bill in which the charge was originally included, 
and to the purticukir item thereof being quoted in. each 

se, 

e) When making payments of arrears suitable notes ol pay- 
muent should be recorded against the orieinal entries in 
the register. 


Cie) Travelling Evpenses, 

161. No bills need be prepared in support of chums for teavellin: 
expefoos, Payments should be made on receipts, which should set 
forth all the necessary particulars the journey performed and of the 
expenses chimed and should be countersigned by the Superi 
prion to pavinent 


{er Classitication of charge. 


102. payinent gande to a member of the work-charged estab 
Tishinent whether on secount of his wages or in recoupment of actual 
travelling expense: showld he charged to the work on which he is 
employed. 

(he Dervis tan Laer 
( Muster Rolls 

198. With the following excention, alb person lad 

mentally for the execution of works are considered ) Jehourers 
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and their wages should be drawn on Muster Rolls in Form D, G, A.-17 
for excavations and form P. W. A. 21 for conservation works and 
charged to the estimates of the works on which they are employed :-- 


1. Permanent and temporary employees whose pay is charged 
to the head **Establishinent”’. 
2. Meinbers of the work-charged establishment. 


104. Mucier rolls should be prepared and dealt with m accordience 
vith the following rules, Form 1. \. 17 being used unless some 
alternative form is prescribed by the Director General of Arche ology 
ir? Tndia better suited to local cireumstances or to meet local re- 
quirements. > 

195. One or more Muster Rolls should be kept for each work. but 
Muster Rolls should never be prepared in duplicate. Tt is permissible, 
however, to keep one Muster Roil for labourers employed upon several 
small works in cases in which no harm can result if the total unpaid 
wages ave regarded as relating only to the largest work in the group. 

196. Fabourers may be paid more than once a inonth and the period 
covered by each payment may be determined locally; but separate 
rolls must®be prepared for each period of payment. ~ 

197. ‘The daily attendances and absences of labourers and the fines 
inflicted on them should be recorded daily in Part T of the Muster Roll 
in such 2 way us 


(i) to facilitate the correct calculation of the net wages of each 
person for the period of payment, 

(ii) to render it difficult to tamper with or to make unauthorised 
additions to, or alterations in, entries once made, and 

iii to facilitate the correct clissitiention of the cost of labour by 
works. 


193, (i) After 2 Muster Roll has been passed by the Superintendent 
or Officer in cl 6 of work authorised to do so, payment thereon 
should be made expeditiously as possible. Each payment should 
be made or witnessed by the official of the highest standing available. 
who should certify te the payment individually or by groups. at the 
same time specifving both in words and in figures, at the f ! 
Muster Roll, the total amount paid on each date. Tf any it 
impaid the details thereof should be recorded in Part U1. 
of arrears, before the Memorandion at the foot of the Misier Hall ts 
completed by the person who made the payinent, 


_ (i) In the « 
narily be made 
presence of the Assistant in ch 
will certify on the may sheets 
have heen duly made. At the same time they should specify, both in 


st 
ol the 


ne renmun 


ister 


Sof excavations, payments to lybanrers should ordi 


Iy by the erk anpointed for the purvose ine the 
of the Muster Rolls, both of whoni 


hat the disbursements specifed therein 


sec. IL. ] ACCOUNT'S. i {108-118 


words and figures, at the foot of the Muster Roll (form D. G. A. 17) 
the totul“amount paid. If any items remain unpaid, the details there- 
of should be recorded in the register of unpaid wages before the 
Memoranduin at the foot of the Muster Roll is completed by the per- 
sons making the payment. 

109. Unpaid items should subsequently be carried forward trom 
Muster Roll to Muster Roll wntil they are paid, the payments being 
recorded and certified in Part LL in the same way as payments of 
current items. Tt is optional, however, to Superintendents or other 
Gazetted officers in charge of the work to adopt an alternative method- 
of making payments of unpaid wages provided that a systematic record 
of items remaining unpaid is maintained on the basis of the original 
entries made in part IT of the Muster Roll under clause (d) that @ 
systematic record of such payments is maintained and that suitable 
precautions are taken to prevent double payments. 

110. Wages remaining unpaid for three months should be reported 
io the Officer-in-charge of the work who will decide in each cause whe- 
ther the liability should continue to be borne in the accounts of the 
work concerned, If any wages of labourers remain unpaid aiter the 
completion of a work the accounts of the work may be kept open for 
a period of one month, which may be extended to three months at the 
discretion of the Superintendent. Thereafter the accounts of the work 
should be closed, the balance under the suspense head “hi pourers’' 
being left unadjusted. 'Mhis amount should be excluded from the total 
final expenditure on the work, so as to arrive at the amount actually 
brought to account. 


Nore.—Li unpaid wages of labourers a Fecquent.. to the 
closing of the acrounts work, the pat inst a 
fresh estimate ander the same head ot le note 

y the Of i to the 
Re Ay pluve wore conveni- 
the work may opencd at the discretion of that officer, 


111. In Part ELD of the Muster Roll form: should be recorded the 
progress of work done by the kubour shown thereon in all cases where 
such work is susceptible of measurement. Tf the work is not suscep- 
tible of jueasmrement a remark to this effect shold be recorded. 


Now.—It is not necessary to reproduce the details of iacasuvcments in Part ILI, 
Part LIE be written up if progress is reported once a month or aftener ix 
suitable form and sach separate reports are considered suiiciont 


other 


112. The forms to be used for Muster Rolls should be m 
cutively sheet by sheet and initialled by the Gazetted O 


cons 

Charge so that there may be no danger of substitution after thes 

once been filled in. : 
113. Muster rolls are to be posted, totalled and iit 

the Exeavation or Conservation Assistant or other Assis 

for the task. Muster rolls should be called at the beginning 

day’s work and, if necess again after the recess, and the 


» 


wy 
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will be held responsible for seeing that if any labourers ubsent them- 
selves after the rolls have been called the fact is duly entered in the 
muster rolls. 

114. ‘The Officer-in-Charge will make surprise checks of the daily 
muster rolls, as often as possible, and in any case not less than once 


a week and will signify that he has done so by countersigning the 
particular muster rolls checked by him. 


115. \ daily report showing in abstract the total number of labour- 


ers of each | (Z.c., mistries, pickmen, spadesmen,  basket-carriers, 
etz.) empluyed and actually present on that date is to be compiled by 
the Assi 


wnt and subinitted to the officer-in-charge who will counter- 
gign these reports each day. 

146. As the officer-in-charge is responsible for the correctness of all 
the disbursements mude for works under his control, he should, when- 
ever possible, be present at the payment of wages and himself counter- 
sign the pay sheets; if, as must nob frequently happen, he has no time 
to do this, he should take such measures as he can to check ihe pay 
sheets and satisfy himself (¢.g., by test enquiries from the labourers 
themselves) that the payments have been duly made. 

The officer. - 


to in the foregoing paragraphs will 
Si gazetled or non-guzetted as the ease may he) in 
charge of the excavation or conservation. 


Ti a co 


ie or other person enszazed on daily labour for 
on works carried oul departmentally be temp 
itute will on no account, be taken-in his place. 


vation 
yoab- 


(c) Lanour encacnp ‘riiroucn a Coxrracron. 

() Wages. 
payinent of daily labour the 
Pin the usnal i 
geney if mi 
than the 
c, to delermin 
ipletion ar at intervals du 
contractor, at suitable rates, on th 
Bub if this met 


the 


o instead of 
principle. In a 
d impossible to em- 
Should it be pos 
d ne after § 
dient to pa 


y tionable 


es be fe 


contract 


ploy Jubour other 


», in such 


a ti the «i 


ad of payiment i 


i to pay ran the 


is 
1 own prolif or ¢ 


umission bei 
ad or paid separately in lamp 
2n this course is adopted, a report « 
t loyed day by day should 
eree of the work daily to the A 
le the Inter to keep a cheek on the ex; 
ctor's claim when received. To avoid disput: 
onld he encouraged to sign the daily 


laboure bon 


subord 


tendeat 
deal with cor 
the contract 


token of th 


acceptance as correct 
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(ii) Travelling expenses. 


118. When it is necessary to bring labourers and artificers from a 
distance they may be allowed wages for the number of days occupied 
in the journey io and from the site of the work, if they join the work 
with proper despatch. At the discretion of the Archeological Super- 
intendent, bona fide travelling expenses may also be allowed to them. 
The above charges must be borne by the estimate of the work. 


V1— Payments to suppliers and contractors. 


(a) RecorpD OF MEASUREMENTS. 
(i) Measurement Books. ™ 
119. Payments for all works done otherwise than by daily labour and 

for all supplies are made on the basis of measurements recorded in 

Measurement Books, P. W. A. Form 23, in accordance with the rules 

printed in the Measurement Book. The Measurement Books should, 

therefore, be considered as very important account records. All the 
books should be numbered serially and a register of therm should be 
maintained in P. W. A. Form 92 showing the serial number of each 
book, the names of subordinates to whom issued, the date of issue and 
the date of its return, so that its eventual return to the offi€e may be 
watched. = 

(it) Detailed measurements. 


129. In recording detailed mea 
structions should be carefully obser 


:, the following general in- 


(a) Subject to such subsidiary orders as may be laid down by 
the Director General of Arch detailed | measure- 
ments should be rec ‘d only by the Superintendent, or 
Assistant Engineers or by cutive subordinates in 
charge of works to whom measurement books have been 
supplied for the purp 


(b) All rneasurements should be neatly taken down in 2 mea 
ment bool ed for the purpose, and nowhere else. 


(e) Each set ¢ 


measurements should commence with 


stating :— 
(i) In the case of bills for work done (a) full name of 
civen in the estimate, (b) situati wk, 
of contractor, (1) num id date o ) 
(ve) dete of (ten order to commence 1 
of actual completion of work, and (g) de f 
ment 
(ii) In the case of bills for supply of materials.—ic) name of 


supplier, (b) number and date of his agreement or order, 
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(c) purpose of supply in one of the following forms ap- 
plicable to the case :— 
(i) Stock"? (for all supplies for stock purposes), (ii) 
“Purchases"’ for direct issue to (here enter full name 
of work as given in estimate) .. (tit) 
“Purchases” for (here enter full name of work as given 
in estimate). for issue to contractor.............- 
, and (d) date of written order to com- 
mence supplies, (¢) date of actual completion of sup- 
plies, and (f) date of measurement, 
and should end with the dated initials of the person mak- 
ing the measurements. A suitable abstract should then 
be prepared which should collect, in the case of measure- 
ments for work done, the total quantities of each distinct 
item of work relating to each sanctioned sub-head. 


(d) Ag all payments for work or supplies are based on the quan- 


(e) The pages of the book should be m: 


tities recorded in the measurement book, it is incumbent 
upon the person iuking the measurements to record the 
quantities clearly and accurately. If the measurements 
are taken in connection with a running contract account 
on which work has been previously measured, he is fur- 
ther responsible (1) that reference to the last set of 
measurements is recorded, and (2) that if the entire job 
or contract has been completed, the date of completion 
is duly noted in the prescribed place, vide clause  (c) 
above. If the measurements taken are the first set of 
measurements on ® running account, or the first and final 
measurements, this fact should be suitably noted against 
the entries in the measurement book, and in the latter 
case, the actual date of completion noted in the  pre- 
scribed place. 


thine uumbered, Entries 
should be recorded continuously in the measurement 
book. No blank pages may be left and no page be torn 
out. Any pa, left blank inadvertently must be can- 
celled by diagonal lines, the exnecllation being attested 
and dated. 


(f) The entries should generally be made in ink. When this is 


not possible and entries have to be made in pencil, the 
peneil entries should not he inked over but should be left 
antouched. The entries in the ‘contents or area’ column 


ver, be made in ink in the first instance. 
y be erased. Tf a mistake is made, it 
should be corrected by scoring through the incorrect 
words or figures and inserting the corrections, the correc- 
tions thus made being initialled and dated by the respon- 
sible officer. When any measurements are cancelled, the 


should, how 
No entry 1 
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cancellation must be supported by the dated initials of the 
officer ordering the cancellation or by a reference to his 
2 orders initialled by the officer who made the measure- 
ments. In either case the reason for cancellation should 
be recorded. 
(g) Each measurement book should be provided with an index 
which should be kept up-to-date. 


121. It is useful to maintain standard measurement books of build- 
ings in order to facilitate the preparation of estimates for periodical 
petty repairs such as whitewashing, painting, etc. Where such stan-, 
dard books are maintained, it is perinissible to utilise them for the 
purpose of preparing contractor's bills for such repairs, so that it may 
not be necessary to take detailed measurements on each occasion :— 


() The ineasurement books used as standard books should be 
nuinbered in an alphabetical series, so that the number 
may be readily distinguished from those assigned to the 


z ordinary books wherein detsiled measurements ure re- 
Z corded whenever «Is actually done. 
(ii) The entries of measurcieut= (and abstracts thereof) in the 
2 standard books should be recorded legibly in ink, and 
a, certified as correct by a responsible ofticer, 
4 


(iit) An assnrance should be obtained periodically of the Archio- 
log Superintendent that all the standard books of the 
Circle have been inspected by him, that the entries there- 
in have not been tuupered with, and that all corrections 
due to additions and alterations in the buildings have 

a been made in the books and the Intter are reliable and 
up-to-date records. 

(io) When ® payment is based on standard measureiments, the 
gazetted officer or subordinate preparing the bill for 7. 
ment should be required to certify t the whole of the 
work (or work since previous runt bill, as the case 
toay be) as per standard measurements has been done and 
that it has not previously been billed for in any shape. 


(b) Bins aNp voucurns 
4 (i) Vorms of bills and rouchers, 
is 122. The authorised forms of bills and vouchers are the following »— 


(a) First and Pinal Gill form PL W. A. 


(b) Running Account Bill A, P. W. AL. 
(c) Running Account Bill B, PW. 2 
~ (d )Running Account Pill C, P. W. A. 27. 
(e) Hand Receipt Form P. W. A, 28. 
@ 


wv 
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ee 


The use of the forms is explained in the following paragraphs and 
5 few explanatory footnotes are printed on the forms. 


123. First and Final Bill, Form P, W. A. 24—This form should 
be used for making payments both to contractors for work and to sup- 
pliers, when a single payment is made for a job or contract, i.e., on 
its completion. A single form may be used for making payments to 
several payees, if they relate to the same work (or to the same head 
of account in the case of supplies) and are billed for at the same time. 


124. Running Account Bil A, Form P. W. A. 25.—This form is 
fntended for contractors for work only. It should be used (1) if it is 
Proposed to make un advance payment, or (2) if an ‘on account’ pay- 
ment is to be made but an advance payment already made for the same 
work is outstanding. 


This form is not to be used if a secured advance is to be made or 
if such an advance is already outstanding against the contractor in res- 
pect of the same work. 


125. Running Account Bill B, Form P. W. A, 26.—This form as 
also intepded for contractors for work only. It should be used in all 
cases in which secured advanves are to be made or are already outstand- 
ing, in respect of the same work, against the contractor. When ts 
form is used it should also be utilised for making ‘on account’ an 
‘advance’ payments, if any, in respect of the work. 2 


126. Running Account Bill C, Form P. W. A. 27.—This dora BY 
used both for contractors for work and for suppli s ntended ° 
be used for contractors for work when only ‘on yunt’ payments are 
made. It is not to be used if doadvance or un advance pey- 
ment is to be made or if such a: nee or advance payment 1 
respect of the work is outstanding against the contractor. 


127. Form P. W. is the only form for ! be aA 
which is suited for tr: ons with suppliers. [orm P. W. A. 26 is 
the only form which provides completely for all clusses of running 
account transactions with contractors for work. Ii € ae 
is not outstanding, and if it is not proposed to male such an advane rf 
the simpler form (P. W. A. 25) will serve the purpose. milarly, : 


ning Account Bills, 


no advance payment is outstanding and if i¢ is not propo ed ny u 
such a payment, the still simpler form P. W. A. 27 can be ut Oe 
form to be used on such occasions should be the one moat saiab's 
the correct exhibition of the state of the contractor's TURNING 
both before and after the transaction, regardless of the for 


which may have been used for any previous payment or advance. 


voucher intended to be used for all miscellaneous payments | 
vances, for which none of the special forms P. W. A, 24, 25 
27 is suitable. 


_" 
ad 
w 
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(ii) Preparation, Examination and Payinent of bills. 


, 129, Before the bill of a contractor is prepared, the entries in the 
—easurement book relating to the description and quantities of work 
PGr supplies should be scrutinised by the Superintendent and the calen- 


“$Bations of “Contents or Area’’ should be checked arithmetically under 


Beuis super The bill should then be prepared from the measure- 
peacnt entries, in one of the forms, prescribed m1 paragraphs 
»plicable to the » The rates allowed should be ent 
ggPordinate in-charge of the work, either in the abstract o 
nents, or in the bill itself. Full rates as per agreement, catalogue, in- 
Gent or other order should be allowed only if the quality ef work doné 
Ql. supplies made is up to the stipulated specification, When the work 
ASr supplies fall short ef that standard, and under the agreenient it is 


& 


+ 


permissible to moke 
an ‘on account’ payment if 
1ould 


contract is fo ran on, only suc 
e allowed as is considered reasi 
ining to be done and the venera 


tion of the full rate st 
due regard to the wi 


the agreement. 


tnent dues nol speetfy the rates 

s thab the es 

it showld | 

natty which was in’ fore 

as preceded by a ten 
t 


sment was 


ten 


e Superintendent s 
recorded in the u 
itered and that 
the bill is 


wal i s bill, The 
of werits 1s 
0 on at ‘ 
< 1 ! her 
ble. t p d ; sured to ack ute 
. i i et 
rf 
fro the 
z i 
7 : u 4 
' ane 1 
SB ter fi t i 
At te . he 5 tah 
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es ee ee 


i i alien + clear! 
traceahy From the measurement book all quantities ahwuil bene nt 
®e in the documents on which payments are inade. MiG ae 
lor the work or supplies measured {every page i ne 
re ink | led Measurements must be invariably Scored out nae ate Me 
made i, 2° nd when the payment is made an endotser Sere tes 
the ™ red ink on the abstract of measurements, giving a 
Sumber and date of the voucher of payment. 

Me document on which payment is made should invariably show. 


rt surement bee! 
for the purpose, the namber and page ef Ure measun Rags 
etitiledl ducasaurdinenes are recorded, andthe date on welch then 


182. (a) { 
COUNL shortd 


ope tnt” of each distinct item of work or supply soul mits when 
Fepitately in the Dill exeept in the case of advance paymer 

qua 6 ace 

MAntitios need not he specified. 

() Such 
subject to ad 
Upproprisd« 
is COMP ete: 
When a 
Is able t¢ 


: nde Horimning ae- 
*ayments for work done or supplies mide on aw rin 


Haiea: : a » Quantities’ and 
ordinarily be made monthly. Both the “Quar he est 


sats Con atecount” 5 
Payments should be treated as payment on 


ot i he 
Hsheent in the final bill which should be edna Cate 
fori but printed on yellow paper, when me a Fe 
1 oor the running uecount is to be closed for a0 suas She 
fisval Payment is made on a running ¢ int, Ue ps siviugitl 
4 > write, “should add in his own handwriting th ne pas 
Is “in fall settlement of all denands’. Tf the payee is i ald. he filled 
unable to write beyond signing his mune. these words shou 
in by the Oitieor making payment. 


» effect 
acknowledwment to the elle 

an seknoy jeden of all demands, 
nt. 


Ii the contractor 
that the» 


i is not ne 


efuses to gi ean tl tl 
nent inade to hin was in full set naa es ledgine 
Wry to insist on obtaining a qualified aeknewled: 


¢ 


‘ is never to he used 
~A for. printed on a. yellaw paper is never ¢ 


ments 


(ON senarate running account 
contract. ‘Tanstetions rebtling to t 
Inales should pot be brought on to 
should, ther fore, not be cove 
relating to two or more sey 
for which separate works abstracts 
in separate runing #ecounts. 


i ij { oeneli 

intel y respect ol 
inaintained in resy es re 
separate working: estl= 


' he 
account; they 


or jor 


runnin 


Traneaetio! 


cing eotinuat 


183, (i) Ef the system of thing advanes Mii 
for work has been adopted, certificate 2 printed on TM 2 
Bil “AT or OB" as the case may be, ust be 
intendent aod the Tip sini amount paid on a cae? 
should be specified against atin Part T of the bill ig 
vance las been previously allowed to a contractor of 
any inaterials and such materi e : i 
fan item. fhe amount of the advance payment for that ite 


ecurity ot 
oF sruchion of 

Hen, sia the constrt 
Is have been used in m should not 


— 
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exceed a sum equivalent to the value of work done less the proportion- 
ate amount of secured advance ultimately recoverable on account of the 
materials used. 

(b) Actual measurements should, however, be taken at the earliest 
opportunity, and when this has been done, the lump sum payments 
previously made on account of the items of work concerned should 
first be adjusted in full, so that the contractor may not be paid twice 
over in respect of the same quantities of work. 

Delays in adjusting advance payments should be investigated and 
adjustments made otherwise than by crediting the value of work actn- 
ally measured should be specially looked into as being prima facie indi- 
cation of overpavinent in the first instance. 


tc) Ap ro CONTRACTORS. 


/f 184. Tt is ne sometimes, in the interest of work, to engage 
labourers or cont to incur other liabilities on behalf of the con- 
tractor concerned with u view to complete work which he has neglected 
or failed to complete. In such a case it is permissible to spend Govern- 
ment funds on behalf of the contractor in accordance with the terms of 
his agreement. Otherwise, no advance or recoverable pwyment should 
be made to or on behalf of a contractor nor should financial aid be 
given to him in any form except in aceordance with paragraphs 135 and 
136. 

Nors.—With a view to avoid 


intimation should be sent to 
and (2) subsequeutly 1 


suitable 


it disputes with the contract 
on as action is taken under this paragraph, 
rred on his account. 


id) Apvaxce to Conrracrors. 


135. Advances to contractors are as a rule prohibited, and every en- 
deavour should be made to maintain a system under which no pay- 
ments are made except for wor actually done. Exceptions are, how- 
ever, permitied in the following cases :— 


-. whose contract is for finished 
vterials 


(a) Cases in whic 


work, requ 


@ contrac 

advance on the security of 
brought to : - veriutendent may, in su 
sanction advances up to an amount not exceeding 
cent, of the value Gis assessed by themselves) of such 
ials, provided that they are of a non-perishable 
up with the 
hen on the 
ie to the 
or to the 
inst the ex- 
fe custody. 
nly on the 


Mat 
nature and that a formal agreement is drawn 
contractor under whi V 
muterials and is safe 
contractor postponin, 


pense ent 
Payment o! 


for their proper w 
such advances should 
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a 


certificate of an officer not below the rank of Conserva- 
tion Assistant, that the quantities of materials upon which 
the advances are made have actually been brought to site, 
that the contractor has not previously received any ad- 
vance on that security and that the materials are all re- 
quired by the contractor for use on iteins of work for 
which rates for finished work have been agreed upon. 
The officer granting such a certificate will be held person- 
ally responsible for any overpayment which may occur in 
consequence. Recoveries of advances so made should not 

e be postponed until the whole of the work entrusted to the 
contractor is completed. They should be made from his 
hills for work done as the inaterials are used, the necessary 
deductions being made whenever the items of work in 
which they are used are billed for. 

(b) Cases in which, in the interest of works, it is absolutely 
necessary to make petty advances. In such cases advances 
up to Rs. 50 may be allowed by the Superintendents. 

‘e) In all other cases only with the sanction of tne Director 

e¢ General of Archeology in India, who may, in exceptional 
cireumstanees, authorise such advances up to a maximum 
s inay be deemed indispensable, tak 
ry pre vutions for seenring Government 
loss and for preventing the system from becoming general 

or continuing longer than is absolutely essential. 

136. An advance payment for work a lly 
on the certificate of a responsible officer Gaiot below 
sl jon Assistant) to the effect that not less than 
work paid for has actually been done, and the 
certificate will be held personally responsible fe 
which inay occur on the work in consequence. 
however, in no case be made without detailed measurements 


ay be made 
unk of Con- 
quantity of 
such a 
rpayment 
inal payments may 


VII. — Works Abstracts. 
(1) Introductory. 


PM An aceount of all the transactions 1 r toa work diving 
a month, whether in respect of cash, stock er other char hould 
be prepared by the Superintendent using P. We A. form Sh for works 

ing Rs. 10,000 or more, and P. W. A. form ft for the ‘ 

than that amount. Ordinarily There slould on r 
monthly for exch working estimate, but it the esiirate is [or 


usually be found 


eral sub-works tt 


work which is divided into 
convenient to prepare 2 wo bstract separatel 
which is executed inept others. 

/ 183. In respect of a work @limated to cost Rs. 10,000 or more a 
separate account should be maintained in PB. W. A. form 33 for each 


ach sub-work 


we 
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Sec. II.] ACCOUNTS. 


sub-head costing Rs. 1,000 or more, while the remaining sub-heads 
should be lumped together. 
(ii) Preparation, compilation and Disposal of Works Abstracts. 


189, The works abstract should be posted day by day from the Cash 
Book and the connected bills of contractors and suppliers. 

140. When finally completed in all respecis, ull the Works Ab- 
stracts of # month should be examined by the Superintendent. The 
monthly examination of the works abstracts is an important part of 
the duty of the Superintendent and aust not be oinitted. Me musk 
initial (and date) them in token of the performance of this duty. 


ister of Works. 


(it) Rey 


Borms of Registers of works and their preparation 


wks is not a classified account of we 
vuld be supplied with 
ribed heads of 
d for works eostir 
those costing less ¢! 


141. (a) The re 
for facility of re 
should be subdivid: 
tion. DP. W. A. 
or more, and P, W. A. 
mmount, 


ut that 


te should be entered in ve 


(bs Phe sanctions 
of each work. 
tional amounts 
amounts of the 
vised est 
be clos 


estinaites are 


mil. 
tinal « 
‘ uld be entered on 
Rstrante’ in red ink, 


at 


eswhen settling rates in contract agreements, nece 
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(iv) Closing the accounts on completion of work. 


142. It is an object of great importance to close the accounts of 
works as soon as possible after the actual work of construction is com- 
pleted. If there is necessarily any delay in closing the accounts, it 
should be seen in particular that further charges are not incurred with- 
out the permission of the Superintendent. © : 

143, When the work is completed and the accounts of it have been 
settled and written up a double red ink line should be ruled below 
the final entries and a note made in red ink ‘Work completed in........+ 
Ssccsssel9 “. This note should be signed by the Superintendent 
in token of his having satisfied himself that all necessary action has 
been taken. It will be the authority for treating the accounts of the 
work: as closed, and a work should not be reported as completed unless 
this authority has been placed on record. The orders passed by 
higher authority on the excess reported in the Completion Report or 
Statement should also be noted in the Register of Works to complete 


the record, 


Norts.—{1) If 
Account: 
should bo rai 
should be mai 
after closed, All the unsettled 
treated as pertaining to the next working year's estimate, 

(2) When Suspense Accounts are adjusted they should be charged against a f 
estimate under the same head of as the original work, a suitable note bh 
recorded hy the Superintendent against the closing entry relating to the original work 
in the Register of Works. 


a work is completed but its accounts are not settled, the S 
“Suspense Accounts’ column in the register of Wor! 

ear to the Suspense Register which 
A. form 67, and the work there 
a respect of that work shall be 


in th 
at the end of the finan 
at on P. 


kept in the Contractors’ 
the Supevintendent. 
ith eae 


(3) Tho accounts reluting to contracts should be 
whic should be intained on P. A. form 43 by 
folio or set of folic » reserved for all the’ transactions 
for whom # personal ned. 

Schedule of rates. 


or if a work entrusted to 


bill 


(4) A per 


) need not ened for 
him is small, a C 


t is made to him on 


144, The Schedule of Rates should be prepared on the basis of 
rates prevailing in each locality. As this schedule is required for the 
important purpose of preparing estimates and is also taken as a guide 
in ry analysis of the 
rates for each description of w ud for the varying conditions there- 
of, should, as far as practicable, be recorded. lule of rates for 
each kind of work commonly executed should be maintained in the 
aircle and kept up-to-date. J 


TX. —Admission fees at certain Archeological Monuments 


145. The rate ol admission fees will be fixed by the Director General 
of Archieolc y in India in consultation with the Central Government 
vide section 15 of the Ancient Monuments Preservation Act, 1904 (VIE 
of 1904). ; 


a 


—- 
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146. The subordinate in charge of the monument where admission 
fees are imposed will be responsible for the collection of admission fees 
with the assistance of «a clerk or a peon as the case may be, and main- 
tain an account of the money realised on form ‘‘A’’. * . 

447. The admission fees will be realized by the sale of tickefs, a - ° 
stock of which will be kept by the subordinate in charge and an- 

” . . 5 cm 

.. account of them maintained on his stock register. 

> _ 148. The subordinate in charge will credit the sale proceeds of ad- 
mission tickets into the local treasury on the next working day regu- 

larly by treasury chalans, the counterfoil of which duly receipted by 

the Treasury Officer will be submitted to the Superintendents monthly 

along with the monthly account on form ‘‘B’’. When a book 0% 

tickets is completed the counterfoils will be sent to the Superintendent 

for verification. e: 

149, ‘The amount of the sule proceeds of admission tickets reported 

to the Superintendents will be posted in the revenue register and 

passed through the cash book maintained in the office of the latter. 


4 r 


o 
Beal SouepuLe—contd. 
i eer s 0 
a Designation of the subordinate. Amount of security 
nas required. 
the Rs, 
i pe ~ 11. Conservation Assistants se ee 500 cach 
lattes 12. Sub-overseors ; ‘ ee ee ee . 500each 
13. Custodian, Archxological Area, Delhi Fort ‘ e e e ' . 500 
14, Custodian, Archwological Area, Agra Fort A bs ‘ ef A F 250 
15, Custodian, Sarnath Museum . . . Fi . 2 s , 150 
16. Head Clerk, Office of the Government Epigrephist . » = . . 150 
17, Accountant, Office of the Superintendent, Arhwological Survey, soo 
Circle, _ 
©. Custodian, Harappa Museum 500 
19. Castorean, Lahore Fort 250 
20. Custodian Nojanda Musoura 5 
500 
250 
100 
» owe y, z er 
trea E 28. Custodien, Molin jtcteun Muse = 
2 Se Es San . , 500 
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THE ARCHEOLOGICAL WORKS CODE. 
INTRODUCTORY. 


These rules have been issued by the authority of the Governor- 
‘General in Council and may from time to time be amended by that 
authority. 

Section I of this Code is intended to define the scope of the func- 
tions of the officers of the Archzological Survey in respect of all works 
of Conservatioh, Exploration, petty construction and repairs executed 
departmentally. Section II deals with accounting, contracts and esti- 
mates, etc., in respect of such works and the relation of the Archwo- 
logical officers with the audit authorities. 


x. 


~. 
> : 43 
INDEX. 

Page Pt Paragraphs. | Audit— Paragraphs. 
i Relati ith — _— 
Adatract— es siete pai 79—95 
See ‘ Works Abstract "’. ‘and dealt with wi Soramanionte 8384 

Accounts— Audit Inspection— : 
Monthly sulllllsion of — 80 | Authorities by whom conducted. 82 
Must not be allowed to fall into . 
arrears s 5 _ . 81 | Audit Objection— 
Principles governing maintenance How removed . .  « Note to 8° 
of — ’ S . * - 86—87 
90 
Responsibility for the maintenance B 
of — ote arte ye | _. 
, Bills— 4 
Accidents— Authorised forms of — and vouchers 
Serious — to be reported to autho- and their uso. . . -122—128 
tities iat 211! preparation, examination and pay- 
Acquisition— ment ce a of ipentrsctors -129—183 
Seo '* Land Acquisition ’’. Pay — (Seo ‘ Pay bills’). 
Eos Superintendent's responsibility when 
Admission Fee(s)— signing — . : si si 8 z 130 
Fixation of rate of —  - ‘i 145 i 
On whom responsibility lies for jook Transter— 
collection, accounting and disposal Definition of — . 2 + 59 
| || ae . 
Buildings— 
Advance(s)— . Residential and non-residential —Note to 28 
Delays in adjustment of — to be Director General’s power to sanc- 
investigated =. - H +  183(b) tion expenditure on repair to—Note to 23 
General principles for drawing tem- 
porary — for Conservation, c 
Excavation etc. . ‘ . 89 
What certificates necessary if — Circle effice(s)— 
sanctioned to Contractors. . 183-185] p.timmate (s) for improvement of 
Advance acsonit—= amenities of — . ‘ -Note (2) to 28 
Temporary — how accounted for. 88 | Completion report— 
Aapatesgaymenl= Passing of — when necessary . : 9 
Definition of— —. . . : 53 | Completion statement— 
. When it should be prepared and sub- 
Aid— mitted to. Archs-ological Superin- 
—to contractors 134 tendent x = E 3 26 
Allotment— Completion of work— 
Where work can be carried out Closing the accounts on — its 
without estimate or—. : . 4 importance and method. .139—140 
Aneiont Monuments — Component parts of a project— 
nae sector Genual to sano- Sanction to — when accorded 2 10 
Powers of Director Gent fe an 
‘tion expenditure on reparrs to — Note to 28 Gouservaliva: 
Maintenance of accounts for — 90—91 


Auction— 5 
Sale of stores by — \ . 0 


—— 


‘Lemporary advances (see * Advances *). 


44 


INDEX. 
Paragraphs. Para; shs.. 
Contracts) — Direct Outlay— ; e : 
Definition of — 60] Definition of — 63 
Extent up to which — can be given b 
to individual contractors. 18] Direct Receipts— 
Necessity and form of Security for Definition f— a 64. 
fulfilment of — . . 17(e)| w 
Number of — relating to one work Disbursement— 
may be given to different contrac- To labourers, presence of officer in 
tors ° 4 ’ A s 18 charge necessary at the time of —. 116 
Terms of — Variations from . 17 (e) and 
Wh t bi ited Bla a 
en — may not be accepte ) Establis! = 
Ext&nt up to which — may be given ea reitiiaten tna: 
é —. differentiation 
to individual contractors 18 Winte, charged "Note 2 to 97 
Contractor(s)— 
Tempo! = i— 
Advances to — condition of grant of 185(a) ad pary-and work charged ; 
7 efintion of and how their pay, 
Extent up to which can be granted —185(b) allowances, ete., charged (93 
: 136 tenure, releaption and dis- 
Agreements with — how entered 17(c) . " : 94 
Aid to — : 134 Not ordinarily entitled to pension. 
Bad work of — to be repor' tod 22 leave salary, and travelling allow- 7 
anee . . 
Bills of — bow prepared and o 
examined . z 2 a -129—133 Batectaifnasat of — 95—96 
Definition of —  . 2 . : 60 Circumstances funder which—entitled i 
Extent to which contracts may Penson anche towel 7 
“be Given to individual —. 1g| Grant of casual leave to— Note 1 to 97 
Labour engaged through — 119 Wages to — how drawn 98 
Travelling allowance : conditions and 
Contribution sot public ate worts = a5 seale of grant : 101 
How treated . : 
Estimate(s)— , 
» Allotment for works for which — 
Daily labour— have been sanctioned Note 1 to 2 and 14 
Employment of substitute in place Addition to — for unforeseen contin- 
of a cooly, ete., employed on— 116(ii) gencies ‘i ‘ je 12 
ie Definition of term . 12 
Dee Extent up to which sanction can be 
—of workers employed on works. 21 ee aia aes ee : Note (2) to 2 
Definitionsa— . . + «  « 59—78] Howandwhenentered . — - 141(b) 
F Land Acquisition, — for 15 
Departmental labour— Necessity of preparation detailed— 
rules for employment of — 108—116 Raa Naien es Note (3) to2 &4 
General iin Muster Rolle 1 desig 
Wagente he charges Mee ae 103 Ordinary repair —, Rules for « : 28 
Revised — circumsjances under 
Deposit work (sce Works’). which necessary J . ——— a 
Definition of— .« . . . 62 Revised — power to accord sanction 
to — : . . . 7 
Direct Charges— Sanction to oyid preparation of— Note (3) 
Definition of —  - : : : 63 and (4) to 2 and 11 


se 


’ | 


45 


INDEX. 
Paragraphs, Paragraphs. 
Estimate (s)—conid. Intermediate Payment— Pa 
Savings from — not to be applied’ on Definition of — : : Z 
additional work . Inspection—(See ‘ Audit Inspection *) 
When savings frorn — necessitate 
revised E@pate =. OQ 14] Inspection Report— 
Supplementary — _ circumstances How dealt with - 84—85 
under which necessary z 24 
When work can be carried out t with. Instruments— 
out —orallotment . a . 4 Mathematical — how epegined and i‘ 
Pore repaired - + 3 
Labia aan . Maintenance of — ? - 
General principles for drawing tem- er de 
porary advances for — . . 89! Issue Rate— 
Maintenance of accounts for — 90—91! Definition of = ‘ ° 68 
Muster Rolls for — works, how pay 
ments should be made 108 (ii) L 
"oie han 5 tt ena f 
less than Per cent—how met tal — general rules for 
with - Bands) Deparimerentof— 103-16 
In connection with land | acquisition 
how dealt with . 5 = 15 | Labourers— . 
Fr Claesitea tien of = (rile ies, piekman, Ar 
Final payment— When Travelling Allon ance allowed 
Definition of —  . “ 3 : 65 foes : ‘ 11g 
Whe: de. 8 ‘ * a PRT 
onreaee 186 Land Acquisition- 
ace : Procedure of — : 15—16 
in labourers to be recorded in irector G ral 
| Powers of Director General of 
MusterRolls . 2). 107 iAvelingloge for = . Note to 16 
Fees—(see ‘t Admission fees”) Live Stock— 
Forms— Powers to purchase - Note to 48 
Of bills and vouchers and their use 122—128 Losses 
I _ of stores, how dealt with 52 
Indent- 
For stores, how to be 42 uM 
For Maths s . 
truction 2 54 | Material 
: Purchase of — : : 150 
Indirect Charges 66 | mathematical Instraments—(See * Ty+trwments 
Indirect Outlay Measurement(s)- 
Definition of 86| General instructions for ree 120 
Indian States Measurement Books— 
Contsibut n of — for a work, how Their use 119—12¢ 
treater : : : 82 and 83] g; 
; 5 hould be provided wit 121 
Indirect Receipts— ‘i roe a ‘s 
Standard — to be mai 
xi 123 


Definition of — : 67 


buildings 


46 


INDEX. 
Paragraphs. Paragraphs. 
Monthly Accounts— Private bodies— 4 fs - 
issi a 80| Contribution of — for works, 
Submission of how treated. : 6 32—83 
mee sorts iat ee ere Progress of expenditure— 
Forms of — to be num - 
cutively : 113] How watch& — 87 
How — propared and doalt with —104-~-116 Piseress of work 
Surprise check of — system of — 114) To be recorded in Muster Rolls, 111 
Wages of labourors to be charged in — 108 
R 
N Rate(s)— 
Notice— “ Definition of —  . . 70 
4 — 1 5 
hontha? <<cto ie: given by or to Schedule of — (seo ‘ Schedule rates’ ) 
temporary or work-charged estab- Bit os. 
lishment on resignation or dis- Reappropriation 
missal ; : 94] Definition of — 3, 4 
Powers of Aichwological Superin 
tendent to sanction — : 11 
°o 
Register of Works— 
Objection Statements— Forms and preparation of — . 14l 
How dealt with 84—85 
8 Religious Edifice— 
, 
On-account ’ payments— When — can be destroyed 20 
Which payment treated as — . 182(b) 
»: Repairs— 
Operations— - Definition of — : Note to 1 
Division of — of Archwological Powers of Direetor General of 
Department .  . 1 Archwology to sanction expondi- 
ture on — . Note to 28 
P To Mathematical instiimenita 54 
Special rules regarding — 283—30 
Pay bills— When — may be commenced in anti- 
OF work-charged establishment how cipation of formal sanction . 30 
d 3 a 98—99 
pane Rest House (s)— 
Petty Works—(‘ See Worl: *). Improvements in the amenities of — (2) 
Powers— Road Metal— 
ceord approval or sanction to || ‘Treated as xtores 35 
To condone departures from terms Running Account 
of contract . : . 17(g) Definition of —  . rl : 5 70 
To accept tenders . 19 (1) and (2) 
To purchaso,show-cases and stores 43 5 
To purchase live stock 50 (2)| Schedule of rates. - 
To sanction temporary work-charged How prepared, its importance 141 
establishment . . 95 
To sanction Scpeadinixe on works— Schedule Dovkot 
of repairs . Note to 28 How propared 


47 


INDEX. 
Paragraphs. Paragraphs, 
Secured advance— Stores—contd. 
Definition of — 13 Subsidiary register for — may be 
opened to record articles con- 
Security — demned ni 46 
Necessity al form of — From 45 Sub-head— 
tract . . Cc, 
Seaenere (2) Definition of — 7 
Show cases— sas " 
Powers of authorities to purchase — 48 Subsidiary Register— 
May be opened to record articles 
Special Repairs— condemned * 45 
. 2 e 
Currency of estimates for — a 29 | Substitute— 
Not to be employed for daily labour 116 (iu) 
“Indi , 
States—(Seo ‘ Indian States’). Sub-work 
Stock— Definition of q7 
Purchase._'¢t = ice execution of a Supplementary Estimates —(See ‘ Estimates ’. 
sancti . 
Suspense account— 
Stock Register— agar ts 
aet Stores to be entered in — gg] DOr meneame and adjuated\265 (C1) anai(2) 
T 
r) 
Stobk-taking— go ie ; 
ling for an seoaptante:: “of _- 
To be done at least once a year 58 piocedureiet 17-19 
Storage rate and Storage charges— Condition of acceptance of other 
Definition of — 74 than lowest - 17(b) 
Not necessary to call — when 
Stores— articles of standard nature are to 
Checking of — when an office be purchased 19 (2) 
© ram hands . * ‘ ‘ : 44 Opening of 17 (b) 
ivision of — of Archeological Powe: of Superintendent a 
Department into different classes 85 Director General rinuendent na 
Indents for — how prepared . 42 to accept - 19 (1) and (2) 
Investigation of the losses of — 52 
Issue rates of — how fixed ‘ 4g | Tools and Plants— , 
Taaub of ewicexalated 41—49, 45,4g| Powers of authorities to sanction 
eee, hase of — 
Salo and write-off of — Rules T. ana Z 7 . ~ 
regarding: : : «51-52 reated as stores 35 
Powers of authorities to sanction Travelling Allowance— 
purchases of — . . . 48 Ps labourers 118 
Procedure of keeping account of —  28—39 To work-chargod satabllaneana 101 
Purchase, maintenance and repair ; B U 
of — Rules for — 47—49 - 
Rules relating to — 3546 Unpaid wages— 
Separate issuo registers for —received How disposed of 100, 109—110 
by subordinates 5 . 46 Vv 
To bo purchased generally for works Vouchers— 
in progress ee 49| Authorized forms of bills and — 122 


48 
INDEX. 


Paragraphs. | 


Ww 
Wages— 
Unpaid — how disposed of 


Work(s)— 


Advances for potty — prinsiples 
governing the grant of 


Definition of — 2 

Deposit — Definition of — 

Deposit — Rules regarding — 

Petty — Special Rules for — . 

Powers to accord gepreval or sanc- 
tion to— . . 


Parayraphs. 
Works (s)—contd. 


GIPD—L808DofEH&L— 


Previous sanction of competent 
authority Teauiied before com- 
100 mencing 23 
Register 4 —, forms .@ pre- 
| paration E 4 é : 141° 
89 
5, 78| Work Abstract— 
62| How compiled and disposed of 40 
31—84 How prepared “ +. 187 
27 : 
Work-charged Establishment—(See * Esta- 
—11] — blishment’). 
1 a bb 
on ae 


? 


Bs ype GOVETTuSD , «ikegse=?.- 
delegate to ys, unde: arcit © 207(b) Civil Acc . 
Code, Valume I, the eter to write off the BS 
arrecoverable valus ye stores or public money Tose 
by fraud negligence ‘Nand ix duals, etCo, UD to 2 
by imum Limit of & 1,000/~ in any individual cese; 
subject to the provisos mentioned in clause (a 
of that article. The question of delegating 
similar powers to Arehaeological Superintendents 
will be considered latere 

ad » 

° In the matter of sanctioning leases of 
Archaeological Monuments and of stalls for shop- 
keepers, of selling grass, fruits etc., from 
Archaeological gardens, compounds ette, you 
and all Superintendents of the Arehaeological Survey 


may exercise full powemsSe 
ie 6 


guidance of authorities. who have to enter into 
contracts of accept tenders, n° order can now be 
issued to you upon this point, and the existing 
practice should contime for the present. 


